
Department of Electrical Engineering and Computer Sciences 

University of California, Berkeley 

CLAIM FOR REIMBURSEMENT OF TRAVEL EXPENSES 
 

 

Name: 
 
 

 
Address (mail check to): 

First Name Middle Name Last Name 

 
Email Address: 

 
Social Security #: Phone #: 

 
US Citizen? If not, what is your current Visa Status? 

 
Non-U.S. citizens must complete a UC W8-BEN form and provide a copy of their Visa. 

Canadian and Mexican citizens must provide a passport copy to be eligible for travel reimbursement money. 
 

TRAVEL INFORMATION: 
 

Departed from: Date & Time Left Home/Office: 

 
Date & Time Returned to Home/Office: 

 

TRANSPORTATION EXPENSES (attach ORIGINAL receipts for EACH item): 
 

Check One: Air Bus Rail Amount: $ 
 

Original air coupon (ticket stub) must accompany your claim. Ticketless travelers must submit a paid itemized itinerary. Boarding 

passes are not acceptable as proof of travel. 
 

CAR Mileage: License Plate #: 
 

If traveling by your car (not a rental, no receipts are necessary; just indicated total number of miles traveled. Note: the 

car's license plate number and mileage must be indicated and the reimbursement amount for mileage cannot exceed the 

cost of an advance round trip airfare. 

The Current rate for personal car use is $0.51/mile. This amount already includes gas. 

From/To Aiport/Terminal/Station (please indicate type of transportation (i.e. taxi, shuttle, BART, etc.) & where the expense occured): 
 

Type: Amount: $ Location: 

 
Type: Amount: $ Location: 

 
TOTAL Transportation Expenses: $ 

 

OUT-OF-POCKET EXPENSES (attach ORIGINAL receipts for EACH item): 
 

Lodging (Hotel/Motel Single Room Rate): $ (receipt must show a ZERO BALANCE) 

 
Meals (please indicate the meal type and location): Type: Amount: $ Location: 

 
Type: Amount: $ Location: 

 
TOTAL Out-of-Pocket Expenses: $ 

 
TOTAL REIMBURSEMENT $ 

 

 
 

Signature: Date: 



 

Claims will be processed at once. Please allow 4 - 6 weeks for receipt of reimbursement check. 

Please bring all paperwork and receipts, printed and filled out with you to Visit Day.   

If you are unable to bring all paperwork, please address claims, within two weeks of the date of 

your visit, to: 

 

Graduate Staff 

EECS Center for Student Affairs 

205 Cory Hall, MC1770 

Berkeley, CA 94720-1770 

 
Guidelines For Submitting A Travel Claim 

 

 
Please read the following guidelines before filling out and submitting your travel claim form. Claims accompanied by 

inappropriate or incomplete receipts will not be reimbursed.  All designated receipts for hotel, airfare and rental car, must have 

the name of the person requesting the reimbursement. 
 

Airfare 

 
Submit original paid receipts. There must be proof of payment on the submitted document.  Reservations and itineraries do not 

necessarily show proof of payment.  Please view the non-US citizen section below if you not a US citizen. 

 

Lodging 
 
All students will be offered a host graduate student to stay with, or a pre-paid hotel.  There is no reimbursement for lodging. 

 

Personal Car 
 
The cost for personal vehicle usage cannot exceed the cost of an advance fare round trip airfare. You must provide proof of 

insurance and reimbursement is .51 cents per mile. 
 

Car Rental 
 
If the rental vehicle is used in lieu of airfare travel to arrive at Berkeley, the cost for rental vehicle usage cannot exceed the cost of 

an advance fare, round trip airfare. Submit original invoice. 
 

Meals 
 
All meals will be provided while you are in Berkeley.  We cannot reimburse you for meals purchased on your own. 

 
Non-US Citizens 

 

 
Must submit a copy of your current I-94, a UC W8-BEN Form and a Certificate of Academic Activity with your travel 

reimbursement request. Canadians and Mexican citizens must have a visa to be eligible for travel money. Only the following 

visa types are eligible for travel money: 
 

 
 
 
 
 

Notes 

J1 H1 
 

B1 F1 
 

WB B2 

 Two or more candidates who are visiting together may not request splitting the cost of lodging, any form of transportation, or 

meals. 

 Local travel must be more than 50 miles from home to claim food/lodging reimbursement. 

 If you have any questions regarding the above, please contact Graduate Staff at (510) 642-3068 or hernan@eecs.berkeley.edu. 

mailto:hernan@eecs.berkeley.edu

